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. SUBJECT: Efficiency Rating Progran ee Se ey 
EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED. ~~’) | 
1 : apron pean fremrvenrarenpweins ee cenondone eon 
-STATINTL (NOTE: C.I.G. MENORANDUM Mor ctven Recunar prstasurion - | 
| 3 TO a SUPERVISORS, ADMINISTRATIVE AND RATING OFFICIALS 5 eed 
ONLY 


le Purpose. Tho purpdse of the memorandum is to inform you in a 
General way, of the Efficiency kating Program of CIG and to outline 
the administrative framework within which the program will operate. 


2. References. References relating to the "Uniform Efficiency Rating" vie 
Lee . ares 


Me Section 9, Classification Act of 1923 as amendéde 

be CSC Efficiency Rating Manual, amended March 15, 1944. 

Ce OSC Rating Officials Guide, June 1945, ‘ , 

d. CSC Federal Personnel Manual, Chapter E 1, Aucust 7, 1945, 


Sé Coverare., The unifern cfficiency rating systen promulgated by 
the Civil Service Commission legally applies to all employees paid 
under the compensation schedules contained in Section 13 of Classifi- 
Le cation Act of 1923, as amended, ‘Accordingly, this rating systen 
if applies to all Civilion Employees in CIG in ‘/ashington and the Field. 
_ An employee is not excepted from this system because of part time or 
_ temporary employment or beoause of type of funds from which paide 


4, Policye 


ae The accomplishments of CIG will be determined by the manner in 
i which each cmployee performs his assigned @uties. Fer this reason, 
bee? it is important for CIG to lmow how well each employee is accomplishing | 
ae his specific task. | | 


be The efficiency rating systen, if properly ana uniformly applied, 
will determine the effectiveness of each employee in carrying out his 
duties as a part. of the mission of CIG, - It is, therefore, the responsi- 
bility of every representative of Management to apply the efficiency 
rating system in accordance with approved remulations. ; 


ee Information secured by the system also provides an indication 
as to the need for employee utilization, information for reassignments, : 
transfers, promotions, demotions, training and employee relation | 
activities. a - 


gE a ; “de. Efficiency ratings assist employees by providing them with in= 

TINTL » formation on how well their job or work is being performed and where.” 

oe their work is deficientse An employee who knows his work is being. — : 
| RENUMBERED PER CIA GENERAL ORDER eel ee a 


i 
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ae (479) oo | | | eee 
| EFFECTIVE 30 JUNE 1947, CIG MEMORANDA WILL REMAIN IN FORGE UNTIL CANCELED OR. , 


Le . } - SUPERSEDED | | 
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op ovaluated, strives to accomplish more and better work. A recorded 
Sate evaluation of his work is a protection against unfair action, whether 
it be dullberate or caused by inadequate information. Furthermore, 
the efficiency rating process gives tho employve an: indication of 
Ais PEOET OSS upon which his advancement depends. 


Ge The system provides each supervisor with a tool which will 
point eut the inadequacies, wealmesses and failinrs of employees as 
well as the dosirable ond outstending qualities and performances of 
the employeose | : 


Se Rating Systeme 


Administration of the Efficione 


ne Resp sonsibility. The Director of Central Intelligence is re- 

‘quired by Law to rate the efficiency of cach employee who is subject. 

to the syateme The Director has dclegnated this ros sponsibility to the. . 

'. Chief, Personnel Division. The Personnel Relations Section and the = = a 

Efficdoney. Rating Committee have been given the Eeaponssbiliyy for — a 
.odministering the programe 


be Membership ond Functions of the Efficiency Rating Committee: 


(1) The CLG Committee has beon designated by the Director, 
and the membership is as follows: 


This Committees will serve in a staff capacity for the Director 
and the Chief, Personnel Division, ond will bs primarily concerned with 
feneral efficiency rating policics cond with the coordination of the 
; program throughout CIG. Bricfly, the responsibilities of the. Committes 
eb. a ares ! : 
i: eee (a) To act for the Director in applying the efficiency aie ad 
a rating system. i “> 3 aoe 


out-its jurisdiction. 


(ce) To adviso ond. assist administrative and supervising =~ a 
-offielals in: ices performance requirements 


t 
se ht aes ee (b) To insure that.uniform standards ore applicd threugh- | 
| 
t 
snd training prograns. 


ra ting procedures. 


‘(e) To review ond anprove. individual rating sheets for’ 
ee DEOROe markings» . 
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oa gone - “ (a) To assist reviewing officials and others regarding - 
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‘(g) To seo that ratings are made when due. 


Pk Pe == ee eee, 3 
Lo | e 
‘ : ae . : : j 
seg 8 (f) To hear and determine appeals and reeormendations h 
| oe _ a . : of ratings originally appraved by the Committee. oe 
{ 
{ 
i 


c. Efficioney-Rating Officer. An efficiency rating officer 
_ appointed by the Assistant Director of each office will, with the | 
assistaneo and guidance of the committee and the Efficieney Rating 
Ps Technician, assipned to the Personnel Relations Scetion, implement 
he the rating program in cach Office, He will eneourage supervising 
—- officials in setting performance standards, conduct supervising 
- | training programs and in the selection of element patterns md re- 
view initial and appellant ratings. to ineure uniform application of 
| | the system within the Offices of CIG, . 


ae de Rating Official, Tho Rating Offieial will be the person immedi-« 
| ately responsible for the work of the employee (first porson in authe 
 ority who has supervisory responsibilities), The Rating Official will 
make the initial evaluation of porformaries, — . 


Inet ° 6» Reviewing Official, The Reviewing Officinl will be the super= 
t i 3 visor highest in line of aughority above the rating official who has 

r ; personal knowledge of the employee's performance. He may, upon. review, 
approve or revise the ratings after conferring with rating officials oul 
| . . and any intermediate supervisorse \ “| 
5 4 : . ! 
i 

| 
| 
! 
| 


6. ‘Types of Ratings. 


&e Official Ratings, 


— (1) Offieial regular ratings are prepared annually as of . 
March 31 for all employees who on thnt date are not serving probational 
or trial period and who havo worked in CIG for at least 90 calendar a 
days during the rating year in the classification grade held on March 31. oe 


| (2) Official Prebational or Trial Period Ratings are to be ome 
made 60 days before the close of the employee's protational or trial 
vs period. : 


be Official Special Ratings, Generally, on effiein] special 

rating is made whonever the employee has no official rating of record : 
as of the latest 31 March date or any date. thereafter and a current 4 
official rating is needed for periodic withinegrnde salary increase - j 
determination, An official special rating ls made in eonneetion with 

! a& reduotion in force when there is no offictal rating on records Such 
1 rating is officicl forall purpeses for which it is anproprinte, even 

| Mpeg Be though it is based on less than 90 doys' serwiaes . “ 


Ce Administrativo-Unoffioial. Administrative wiofficial ratings 
are prepared to provide supplementary records ef performance for a : 
administrative information and uses. Skee, | . a 


oot 
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‘Te Notico to Employous. After apnroval by the Efficieney. Rating. 
Comittce, every omployeo shail be notifiod of his efficial rating - 
on Standard Form 68, All notices will be released simnltanvously — 

- On a.date designated by the Efficioney Roting Committee, but not: 

_ later than 29'May. Copies of Form 68 will not be made for filings 
However, the date that tho notice is given the employee will be ~ 
inserted on Standard Form 81 which will be filed in the employce's: 

. personnel folders 


Tern et te 5 pa kd Ec 


> a oe < Be Efficiency Rating Appeals, There are two general types of cppeals, 


‘administrative and statutory. 


a Administrative appeals will be those conducted wholly by and 
within CIG, and will be hoard and decided upon by the Efficienoy 
Rating Committee. An employce!s use of the administrative appeals 
procedure, which will be developed, will not preclude or prejudice 
his right to appeal to the Statutory Board of Review. . . 


o be Statutory-appeals will te conducted by the Efficiency Rating 

ae Board of Review for CIG.e The chairman of this board will be designated 
by the Civil Service Commissions One member will be selected by CIG 
employees and the third by the Director or his designate. The ‘statutory 
appeal will be conducted in accordanes with Civil Service Commission 
regulations and procedures. 


FOR THE DIRECTOR OF CENTRAL IN TELLICLICE : 
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and Administration 


ATTACHMENTS: None | 
DISTRIBUTION: To All Baployees of clG - ae a cee 


in 


 Siriagd rie 


Te RR et 


ESR a LAGS tel ac atcnat RAN Re ada ne ROI AEE REA RESUS MS EEASTAS TTR CLERC PCRS DESSAD EIN LIE ASCE SARE SARE ST sea ae ee ead ewiiinesotindmeri ua twit teste” 


re ee Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7 | 
Be e 74 ] : 
a f 4 
| : STATINTL oa ae ane 2 OBNORAL INTELLIGENCE: AGENCY ee eer: ge PS : : 
| Ss Be ke si Maakdngtony. Dee fe bv ta a te wn ad 
7 "ADMINISTRATIVE INSTRUCTION © hs _ 8 March 1948 _ : 4 
! b NO, : . . fe the 4 
fe - SuBUEOT:” "wstichaney Rating Profit.” Re oe ee ee ee Oe eee 
ae (This resctnds- Adutintetratys' — dated’ 27'March,’ 
 STATINTL “1 9h7,;' subject: ‘Efficiency Rating’ Program. aay ssa Re es Bik ce 4 
| 2 ps | oe | 
: 1. General ci ee at | 
EB The. Director of Central. ritsiesnba is required by law to. | 
as oheeias: for the. rating ‘of. the performance: of. employees of this: j 
i i ‘ Agency. in. ‘accordance: with. the uniform efficiency eee caren bide rte, ‘ 
4 i - mulgated by ‘the ii per yace Coumiseion. © i eee y 
a De The Chief, “percontal fieenon’ ARM, will supervise: the pit: re : 
cation of the efficiency rating system,. : : 
a | 
ee x “The: perforinsice of all civilian employees in CIA will.be ‘rét- : 
ed tin “abocidatice with ne. Provisions of this Instruction. “ee i 
| MO Bee eg ES 
| 2. ‘Btftetoncy Bact Gountttee nie Gok a ener : 
| : An Efficiency Rating Gonnittes which shall reviev an aay rating’ 
standards uniformly and approve.efficiency ratings of all employees , in. 
_ the Agency” fe hereby. ‘established composed: of. the: Following: ae eye 4 
| a ; Y | 
STATINTL Se: 
3. Efficiency Rating Officer _ . he 
‘Each’ Staff Chief and: Aseistent- Direotor will eppeiat 'an n Betisioncy | 
Rating Officer for'-his’ activity to’ ‘advise and’ assist | ‘supervisory officials : 


in establishing ‘perforuance ‘standards ,” . sonducting. efficiency rating train- ‘. 
ing programd' and ‘selecting’ element’ patterns. - Efficiency Rating Officers, - 4 
with the guidance of the Comiittee, will review ‘the ratings of ‘the em- . ~ - nee - i 
Ployees within, their. units.to. insure. uniform,.application of the system . i 


and: adherence. Q:, Pagviations: before. > asmaing,, the. iiiemoags to. the. ferecnneh S 
Branch, A&M. -' ae : 2 i 


de Rating” Ofticier ” a aa = fe 
The. supervigor’ ninsdtsiy > responbibie for. ‘the a ie the eiploye®. 


ee (3 we Rating: orticier, oa wilt make. Ponce init{al evaluation and raging,” 
~ (5276) | ee ; - 
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of all employees under his supervision: He will ‘discuss auch evaluation 
and rating with each employee before submitting. the rating to the Review- 


5. Reviewing Official ae | 
The supervisor highest in line of authority. above the Rating Official 
who has personal knowledge of: the rated employee's’ performance is the Re- °~ 
viewing Official. . He may, upon review, approve or revise. ratings after 
conferring With the Rating’ Official and any Intermediate supervisor con- 
cerned. meg : | 


6. Kinds of Efficiency Ratings 


&. Entrance Ratings. An entrance. rating is a temporary hase 
rating assigned by the Personnel Branch when an employee is first 
assigned to.a position, If the: employee has’a.current official rat- 
ing based on work in a different. position, such rating is his entrance 
raving, except that af "UNuetisfactory" ,: his entrancé: rating ig — 
raised to "Fair", -If the: ehiployee. hag’ no current official rating, he 

is assigned an entrance rating of "Good"... - ) 


-b. Regular Ratings.. Alregular rating must cover at least 90 . 
calendar days of active ‘service in “the current. position and must.be 
made within six months after the appointment or change in position 
of an employee, and annually thereafter. . Official personnel actions 
such as administrative within-grade salary incrédses will be based 
on regular ratings. er er, ae ee ee tee tagel . 


! 


Cc. ‘“Adininistrative-Unofficial Ratings. Unofficial'ratings may, 


LER a oy sm bem 


be made to provide supervisors with suppiementary information about 
an employee's performance. : ae 


7+ Notice to Employee . 
After approval by the Efficiency Rating Committee . every employee 


rated will be notified of his official rating. 


8. Efficiency Rating Appeals . 
a. Administrative appeals will be heard and decided upon by 
the CIA Efficiency Rating Committee. . An employee's use of the ad- 
ministrative appeals procedure will not preclude or prejudice his. 
right to appeal io the Statutory Board of Review, Pe Ge Hee ee i oe 

b. Statutory appeals will be condiicted by the Efficiency Rating - 
Board of Review for CIA. The Chairman of this Board ‘is designated’ - 
by the Civil Service Commission, one member is selected by CIA ree 
employees, and the third by the Director of CIA or his designate, 


_. Cs Appeals wilt be filed: by submitting a written statement in| 
. triplicate ». within 90 days after receipt of notification of. effi- 
ciency. rating, addressed to the Chief, Personnel Branch, A&M, and 
Bere oe 
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containing the following information: 
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Appellant's name; 
Mailing addres; 


Classification grade in which rated; 


je gees sea ane eee 


Date notified of efficiency rating; 
Organization unit in which the rating was assigned; 


Reason for appeal; 


IESE aries A aber Bata 


et NEY 


Whether administrative or statutory review is desired. 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


ett Sr aoa ND 


STATINTL. 


Executive for 
Administration and Management 


DISTRIBUTION: A 
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SUBJECT: Effict ency Rating Pro gram 


STATINTL 


EFFECTIVE UNTIL 1 JUNE 1947 UNLESS SOONER RESCINDED 
» 


(NOTE: G.t.G, MEMORANLUI NOT GIVEN REGULAR DISTRIBUTION »~ =~ 1 
TO it SUPERVISORS, ADMINISTRATIVE AND RATING OFFICIALS : 
ONLY | | F 


le Purposes Tho purpése of the Monmorandum is to inform you in a 
general way, of the Efficiency keting Program of CIG and to outline 
the administrative framework within which the program will operate. 


2e References. References relating to the "Uniforn Efficiency Rating" 
ares: | 


ae Section 9, Classification Act of 1923 as amendeds | | 
be OSC Efficiency Rating Manual, amended March 15, 1944. : 
Ce OSC Rating Officials Guide, June 1945, -. : | eo 
de -CSC Federal Personnel Monual, Chapter E 1, Aucust 7, 1945, 


Se Coveraree The uniform efficiency rating systen promulgated by 
the Civil Service Cormission lefally applies to all employees pnid _ 
under the compensation: schedules contained in Section 13 of Classifi-e 
cation Act of 1923, as amended, Accordingly, this rating systen 
applies to all Civilian Employees in CIG in Washington ‘and the Fielde 
An employee is not excepted from this system because of nart time or 
temporary employment or beoause of type of funds from which paide. 


4. Policys | 

ae The accomplishments of CIG will be determined by the manner in’ ee 
which each employee performs his assigned futiese Fcr this reason, . 
it is important for CIG to know how well each employee is accomplishing 
his specific task. 


be The efficiency rating system, if properly and uniformly applied, | 
will determine the effectiveness of each employee in carrying out his o£ Bee 
“duties as a part of the mission of CiG.. It is, therefore, the responsi-~ : 
bility of every representative of Hanagement to appl: the efficiency 
rating system in accordance with approved rerulations.e ae 


Ca Ipformation seoured by the system also provides'an indication: 9 | 
as to the need for employee utilization, information for reassignments,. 


transfers, promotions, demotions, training and employee relation 
activities, — . . 

de Efficiency ratings assist employees bi providing them with ine. 
_formation on how well their job or work 4s being performed and where 
‘their work is deficionte “An employee who Imows his work is being ~- 
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evaluated, strives. to aocomplish more 


A’ recorded |: 
evaluation of his work: is a protection against unfair action, whether 
_ 


it be duliberate or caused by inadequate information. 


the efficiency rating process gives tho omployve an indication of - 
his progress upon which his advancement dependse 


and better worke 


Furthermore, 


: ere ET At EEL LINAS ONE TIT 


QO. The system provides each supervisor with a tool which will 
point eut the inadequacies, wenlmesses ond failinss of employees as 
well as the desirable and outstending qualities and performances of 
the employeoss | 


Administration of the Efficione; 


rating Systome 


Qe Reeponsibility. - The Director of Central Intelligence is re- 
quired by law to rate the efficiency of cach employee who is subject 
to the sygteme The Director has delegated this responsibility to the 
Chief, Personnel Division. Tho Personnel Relations Section and the 


Efficiency Rating Committee have os given the BUS POuEAR SES ey for 
c.dministering the programe 


be Memborship and Functions of the Efficiency Rating Committes: 
| (1) The CLG Committee has becn designated by the Director, 
and the mombership is as follows: | : 


STATINTL 


“This Committee will serve in a staff capacity for the Director — 
and the Chief, Personnel Division, and will be primarily concerned with 
general efficioncy rating policics snd with the coordination of the _ 
program throughout CIG. Briefly, the responsibilities of the Commit tee - 
ares 

(a) a act for the Director in applyine the of ficiency 
rating systcme 
(b) To insure. that uniform standards are applied through= 

out its jurisdiction. 


t 

| 

a . 7 (ec) To advise and assist administrative and supervising. 
7 he : ty officials in determining performance Eau CE Ones 

| and training Progranse aes i 
(d) To assist reviewing officials and. others regarding 
. me, “86 rating procedures» — : 
| : | - : (e)) To review and approve individual geting sheets for 
poo Rte -feege pEener nor kings» 


a 
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(f) ‘To hear ond determine appeals and recormen dations 
— of ratings. originally apprnved: by the Committoe. 


te a ee) 


(g). Tosco that ratings are made when duee 


ce Efficiency Rating Officer. An efficiency rating officer 

appointed by the Assistent Director of each office will, with the 

assistanoe and guidance of the committee and the Efficieney Rating 

Technician, assigned to the Personnel Relations Scetion, implement 
the rating program in ench Office. He will encourage supervising oe ; 
officials in setting performance standards, conduct supervising . 
training programs and in the selection of olement patterns and re- . 44 
view initial and appellant ratings to inure uniform npplication of .— . 
the system within the Offices of CIG, 


aac eeineeemnpaaniaietnnr inate caatancmnerncat sets 


de Rating Official. The Rating Offigial will bo the person immedi- 
ately responsible for the work of tho empluyee (first porson in auth- 

ority who has supervisory responsibilities). The Rating Officdal will: 

make the initial evaluation of porformanec. es 


Ge Reviewing Official. The Reviewing Official will be the super= 
: _ visor highest in line of authority above the rating offieial who has 

; . - personal knowledge of the employee's performance. He may, upon review, 
approve or revise the ratings after conferring with rating officials 
and any intermedinte supervisors, 


| ; ak | 

_ Se Types of Ratings. , 4 

| | 

| | hae : | | . | | 
| &e Official Ratings, | 


(1) Offdeial regular ratings are prepared annually as of 

March 31 for all employees who on that date are not serving probational 
poe or trial period and who have worked in C1G for at least 90 calendar - 
days during the rating year in‘ the classification grade held on March 31. 


bos st ae . (2) Official Probational or Trial Period Ratings are to be 
ere made 60 days before the close of ‘the employee's prokational or trial 
periods ; _ 


eof af be Official Specinl Ratings. Generally, on effieial special 
Pa “os rating is made whonever the employce has no official rating of record 
i: bs. “as of the latest 31 March date or any date thereafter ond a current © 
- offieial rating is needed for periodic withinegrade salary increase 
ee, oe determination. dn official special rating is made in eonneetion with 

. ~  & reduction in force when there’ is no official rating on records Such 
_ rating is officiel for a11 purpeses for which it is appropriate, even 
© though it is based on less.than 90. days! scrwiae.. ’ . 


bay Ce Administrative-Unofficial, Administrative woffieial ratings 
i ce * are prepared to provide supplementary records ef performance for 
nce administrative information and usd». * : 


ee 


¢ 
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7. Notice to Enployouss. After approval by tho Efficioney. Rating 
; lov official rating 


. Comnittce, every employee shnll bo notified of nis 
on Standard Form 68. All notices wil) be. released Simalsonuously .— 
on a date designated by the Efficiency Roting Committee, but not 
later than 29 May. Copies of Form 68 will not be mado for filings 
However, the dato that the notice is givon the employee will be | 
‘inserted on Standard Form §1 which will be filed in the employce's 
personnel folders a 
. Be Efficiendy Rating Appoals.e There are two general types of appeals, 
. administrative and statutorye : : . 


te Administrative appeals will be those conducted whelly by and 
within CIG, and will be heard and decided upon by the Efficiency 
Rating Committee. An employee's use of the administrative appeals 
i procedure, which will be developed, will not preclude or prejudice 
his right to appeal to the Statutory Boord of xeviewe 


be Statutory appeals will be conducted by the Efficiency Rating -_ 
Board of Review for CIG. The chairman of this board will be designated bees 
by the Civil Sorvice Commission.e One member will be selected by CIG oo 
employees and the third by the Director or his designate. The statutory 
appeal will be conducted in accordance with Civil Service Commission 
regulations and proccdursse 
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DISTRIBUTION: To All Employees of CIG . 
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ae ee oe | pear” March 1948 
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STATINTL 


, | - CENTRAL INTELLIGENCE AGENCY | PECTDY ICTED seal of 


Washington, D. C. 


emcee Bouche Ae 


ADMINISTRATIVE INSTRUCTION 


SUBJECT: Efficiency natsne Programe 
(This rescinds Administrative Instruction dated 27 March, 
19k,7, subject: Efficiency Rating Program, : 
| l. General | 
a. The Director of Central Intelligence is required by law to 
Provide for the rating of the performance of employees of this 
Agency in accordance with the uniform efficiency rating system 
promulgated by the Civil Service Gomilna tons | 
be The Chief, Personnel Branch, A&M, will supervise the appli- 
cation of the efficiency rating system. 
Ge The performance of all civilian employees in CIA will. be 
rated in accordance with the provisions of this Instruction, 


26 Efficiency Rating Committee | 


An Efficiency Rating Committee which shall review and apply rating 


| standards uniformly and approve efficiency ratings of all employees in 


the Agency is eam rey established, composed of 


bo. Effictency Rating Officer 


Each Staff Chief and Assistant Director will appoint an eerioteney 


Rey 


_ Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7 


1 
i 
} 
t 
{ 
1 
{ 
7 


i age 
Ns eentlenneers. shies 


Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010015-7 


| Rating Officer for his activity to advise and assist supervisory offi-~- 
clals in establishing performance standards, conducting efficiency rating 


cpatren de 1 eT EOE, 
HSA TEER ER te 


training programs and selecting element patterns. Efficiency Rating Offi- 
cers, with the guidance of the Comittee, will review the ratings of the 
employees within their units to insure uniform application of the system 
and adherence to regulations bePoss sending the ratings to the Personnel 
| : | ‘Branch, A&M, 
4. Rating Official 
The supervisor imnediately responsible for the work of the employee 
is the Rating Official, and will make the initial evaluation and rating 
of all employees under his supervision. He will discuss such evaluation 
and rating with each employee before submitting the rating to the Review- 
. dng Official. 
Se Reviewing Official | 
The supervisor highest in line of authority above the Rating Official 
| 7 who has personal knowledge of the rated employee's performance is the 
| | Reviewing Official. He may, upon review, approve or revise ratings after 
| conferring with the Rating Official and any intermediate sunerycnoe con- 


_ cerned, ic 
6. Kinds of Efficiency Ratings 

. a. ‘Entrance Ratings. An entrance rating isa temporary base 
rating assigned by the Personnel Branch whan an employee is first 

~ assigned toa position, If ‘the employee has a current official rate 


rating, . except that if ‘MUnsatisfactory", his entrance rating is 


| 

i 

| 

| 

{ 

| be ing. based on work in a different position, such | rating is his entrance 
|  vaised to "Fair", If the employee has no current official atthe: | 
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he is ‘assigned an entrance rating of "Good", 
| be Regular Ratings, A regular rating must cover at least 

90 calendar days of active service in the current position and 

must be made within six months after the ap pointaent or change 

in posi tion of an employes, and annually thersafter, - Official 

a Personne] actions such as adinistrative Within-grade Salary ine 
creases will be based on regular ratings, 

Ce Administrative-Unoffictal Ratings, ‘Unofficial ratings may 
be made to provide Supervisors with supplementary information about 
an employee's performance, 

Te Notice to Employee | 
After approval by the Efficiency Rating Comittee, every employee 

rated Will be notified of his official rating, 

8. Efficiency Rating Appeals 

“fe Adninistrative appeals will be heard and decided upon by 
the CIA Efriciency Rating Committee, An employee's use of the admin= 
istrative appeals procedure will not precluds | or prejudice his right 
. to appeal to the Statutory Board of. Review, 

De Statutory appeals will be conducted by. the Btttcteney Rating 
Board of Review for CIA, The Chairman of this Board is designated 
by. the cavil Service Commission; one member is selected by CIA 
ee and the third by the Director of ‘GTA or his detignate, 

Ce Appeals Will be filed by submitting a written statement in 
triplicate, within 90 days after receipt of notification of effi- 
ciency, addressed to Chief, Personnel Branch, ASM, and containing 

the Following information: 
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Appellant's name; 
Mai ling address; 


Classification gate in which rated; 


Date notified of efficiency rating; 
‘Organization unit in Which the rating was ‘assigned; 


Reason for appeal; | | so : | 4 


Whether administrative or statutory review is desired. | A 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 
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